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Letters — DCSTARS allows you
to write and send customized
form letters. DCSTARS
Course Infarmation b
1 provides a number of letter

T =

_ School Information b

1 Eee Management 3

Incident Reporting b templates, or you may create
| Injurir.&ﬁccidents. Reporting » | your own letter.
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Transpotation » 1 - To create a new letter or

Design Letters view an existing letter, use the
All Student Carrespondence

Design Letters function.

Path: Menu > School > Design Letters
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2 — The Letter Select
Window appears,
displaying a list of form
letters that have already
been set up.
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To view one of these letters,
highlight the letter name and

click on the Select button \

elect
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3 - The Letters (Entry) Window appears.

L= signed to Detention

Dear &PARNTL

This is to natify you that your &5CONDAL ENAME has been assigned to After Schaool Detention Octoher 12 - 13, 2001. This assignmeant
is based on an incident that toak place this afternoon.

| v

Detention will run until 5:00 daily. Please make arrangements to pick up yvour child no later than 5:15 on the days of assignment.

If questions, please call BPRMCPL at E5CHPHRM .

hary Smith
Detention Coordinator

| |
Codes %l L

Notice the Codes in this letter that act as pointers to information in the data base.
For example, the code &SONDAU will be replaced with by the word “son” or
“daughter” in the letter, based on the Gender Field in the Student Demographic
Record. The code &NAME will be replaced by the student’s first and last name.

When printing a letter, you will use the demographic extract to select the students
you want to receive the letter.

DCSTARS 02/27/06



STAR Guide

Design a new Letter

1 - To create a new form letter, click the ADD button on the
Letter Selection screen. Enter the name and the
category for the letter.

& | etter Selection

SHS  |Sunnyside High School = ) 0
| Letter Level: © Schools District .
Letter Description | Categary Code Program MNo. Log? | ﬁﬁzgg ‘It’]huerT:Etet?r a
Suspension I T2 ¥ = )
Suspension Suspension 2 Wt ¥ H
Gra§e12Tript0 Boston Fle\[:JTrlp z =B ¥ and CheCk If the
Sifted F'(;Dg;am Civervw Parent Meeting I = ; i Ietter Should ShOW
arent Conference Parent Mestin bl s H . y
Testing ParentMeeting z -8 L in the StUdent S
T . r 0 correspondence
sbsence - 5 Days |Attendance & T [ 7 Iog_
= ~ &l )
B - r Hint: When
5 . = teachers are
B - 2 creating
B - r letters, the
- = 2 E category
- code should
Select ADD | DEL | % | IEJ | E_ | a|wayS be Set
to Teacher.
A Letters [_]O]
Once the letter has
been added to the =
list, highlight and click
on select to prepare -,
the body of the letter.
B
ELY
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£ Letters

[Field Trip

&SCHOOL
&SCHADR

Dear EPARMTL,

DCSTARS 02/27/06

24|

Student Symhbols

Code Description
JePaGE Faue Break
|&LINES:NN Ihdvance hefare printing
|&IND:NN Mumber of indent char.
JeLmar=tN [Lef Margin
|&RMAR:NN Fight Margin
|&LEGAL Student's legal last name
|esURNAM Student's surname
|acren Student's given name
|&NAME Student's last & first name
|&NUMEIER’ Student Mumber
| I Homefarm Semester 1
JeHmFmz Homefarm Semester 2
[esonDAU [Son or Daughter
| ElLE] Date of Birth
|&PHONE Student's Phone Mumber
|&PARNTC Farent'Guardian by Custody Cd

a
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Hint - Remember to make your letters generic
enough that they can be reused.

Use the codes to
point to
information in the
data base. This
letter will print the
school name,
school address,
and insert the
parent’s names for
the students
included in the
demo extract.

Hint - If inserting codes
as you go so that they
are at the end of the text,
you can double click on
the code and then click
OK. If you are inserting
codes into a line of text,
use the copy and paste
options.




STAR Guide

Sample letter

Field Trip

&3CHOOL
&SCHADR

Dear &PARNTL,

All the Sth grade students will be attending the local disaster relief fundraiser on January 15 with their homeroom teachers. Your
ESOMNDAL, EGMEM iz expected to attend with &HMFmMZ.

Please sign this letter and return to school by Janoary 10, [fyau have guestions ar concerns, please contact SHMEMZ at ESCHPHMNT.

Sincerhy,

|EPRMCPL

This form should produce a letter for each student in our demographic extract.
It should print the school name and address. Parents name, the word son or
daughter, and the student’s given name along with their Second Semester

Homeroom.

The second paragraph should contain the Second Semester Homeroom and
the School Phone number.

This letter is signed with the principal’s name.

\_//—\

Hint — Once your letter is complete — Save the body.
You can easily select this letter and make changes to
the body for use for another similar situation.

\_/—\
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I_I_ School Data Entry

Menu :Repaorts:

| Fing |

-] 07 Diploma Repotting
-] 08 Enroliment Reporting
B0 08 FARMS Reporting

-0 10 Fess Reporting

BT 11 General School Reportin
EFCT 15 Mailing And Carre
- Create Labe
LB
—E Mailifig Labels

-3 Mailing Labels (B

] Mailing Labels for MT Printers

ndence
ecords Export

L& Teacher Letters
EJ—"fj 16 Mark J Grade f GPAf Honor Reportin

=

-F student Attend. Intery. Correspondence S

]

s

Samples | E}{gnrﬂadhncﬂlel Ad hoc rpt |

£ DCPS Student Information System

Main Menu Faworites Lock Guery Help Window

Printing Letters

Access the form letters through the

Reports Menu. Look in the Report

Group for Mailing and
Correspondence for Letters.

Double Click letter and below

screen will be launched.

Extract Information

|2004-11-29 11:42 A

Count: I 1

Specify Extract Criteria

Fram Hot Print

Buila

Run Extract for All Students

Saved Exracts List

Run Repart

Ll

Cancel

Click on Specify Extract Criteria and the Demographic Extract screen will be

launched.

£ DCPS Student Information System

Action Edit Block Field Eecord Query Faworites Help Window

The extract
should include
the students

’;;_;E Demographic Extract

Mote: Leave field hlank implies this selection conditions does not apphy.
Basic |Coursesi Misc 1 I Misc 2 l hisc 3 I Address l At[endance! TestingAdv.l Farms I Erhonls I Results I

Legal Mame First Mame Gender FulliPar-Time
you want to
| 2l | = =
receive | =l
Grades [ MOT HREM 1 HREM 2 Admission Types I NoT ¥ Include Cross Entolled Students
Ietters _'." P 2 = Release of Infarmation - Info. Restriction Type
1 ;" 9 2 > I ;l I _'j
AS Wlth Other =l 2 ? =] [T | Beleas e O nformation With e Reason
- 9 9 - Internet Access - Internet Restriction Reason
’ 2] | 2 = I =
runr"n the Frimary Language
g \ spoken at home LMot Program Type C NOT  Teams Admission Status
extract, click = =l =
- =l
- OR
on GO BaCk jhd =l Funding Category
then exit the =l = |
i vi Interpreter Reguired Life Threatening Indicatar Match Criteria]ALL 5
eXtraCt | 'l Requested Materials in Another Language
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Schoal: High Schaoal 1 Schoal Year: 200352004

Esxtract: 2004-11-3012:46 Phd

At the letter parameter
form, select the sort
method and the letter

Report Title
Letter

Sort: [apha = you wish to print from
Letter: [ -

Suspension Letter

the drop down list.

Printinbackgrnund?lND vI

Main Street High School
[;z 1224 Main Street
Washington, DC 20002

Dear Mr. & Ms. Allen

Al the 2th grade sndents wll be attendmg the local deaster rebef fundraizer on January 15 with their

homeroom teachers. Your sony Enc Michael iz expected to abiend with Adams Helly The COdeS have
Flease sign thes letter and retum to school by Jamsary 10, 1£ you have questons or concerns, please con| been replaced W|th
Adams Hally at (919)554-561 1 :

the appropriate
fmcedy, information from

the database and
a letter has been
printed.

Adams Holly and  Andse' Sergth

\_/—\

Your letter is saved in the letter list and is
ready to be tweaked if needed and used with
another demographic extract.

\/\
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